
OPNAVINST 5350.4C

29 June 1999

Collection and Transportation of Urine SDecimens

1. Collection

a. The Urinalysis Program Coordinator (UPC) should be an E-7
or above and shall be designated in writing. The UPC will

maintain

NSN 6530

alDhanul

thereof

sequent

the urine specimen bottles (NSN 6640-00-165-5778 - male,
00-8377472 - female) and prepare each as follows:

1) Record on gum label:

(a) Date of collection (DAY/MONTH/YEAR).

(b) Batch number (locally derived four character

~ assigned to each batch of 12 samples or portion

(c) Specimen number (predetermined two diqit

al number assigned to each sample in a batch)

(d) Member’s social security nutier (use all digits).

(e) Testing premise/authority identifier as follows:

Searches

VO: Consent Testing
PO: Probable Cause

Inspections
IR: Random Sample

IU: Unit Sweep/Accession Training Pipeline

IO: Inspection Generic

Fitness for Duty

CO: Command Directed
AO: Mishap Investigation

RO: Rehabilitation Facility Staff testing

Medical Examination
MO: Medical Examination
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Other

00: Other Authorized Testing (specify)
NO: New Entrant

(f) Premise codes need not be explained on the chain

of custody form. Should circumstances require more

identification, include the documentation with the shipment to

the attention of the NAVDRUGLA!3 CO.

(2) Attach gum label to body of bottle (this step may be
accomplished after the sample has been collected, in which case

the label must be attached to the bottle in the presence of the

member providing the urine) .

b. The UPC will maintain a urinalysis ledger documenting all

test specimens with the following identifying information:

(I) Date of collection (TIME/DAy/MoNTH/yEAR)

(2) Batch number

(3) Specimen number

(4) Member’s social security number

(5) Testing premise identifier

(6) Signature and printed name of observer

(7) Signature of member

(8) Identification of new batch and specimen numbers if
administratively changed for any reason, signature and printed

name of individual making change, and signature and printed name

of witness.

c. The UPC shall ensure that each specimen is collected

under the direct observation of a designated individual
(observer) of the same sex as the member providing the sample.

The observer will sign the urinalysis ledger, certifying that the

specimen bottle which contains urine provided by the member was

Appendix B to
Enclosure (2) B-2



OPNAVINST 5350.4C

29 June 1999

not contaminated or altered. The observer shall not handle the

bottle unless the UPC is performing the duties of observer; in

which case, the UPC must maintain direct custody of all samples

while observing.

(I) The observer shall observe the service member

urinating into the specimen bottle, placing the cap on the

bottle, and delivering the bottle directly to the UPC.

(2) For female personnel, the urine may be collected in a

wide-mouth bottle (NSN 6530-00-837-7472) and transferred into the

specimen bottle. In this case, the observer shall observe the

servicemember urinating directly into the wide-mouth bottle,

transferring the urine to the specimen bottle, placing the cap on

the specimen bottle, disposing of the wide-mouth bottle, and

delivering the specimen bottle directly to the UPC.

d. The UPC shall ensure that each servicemember verifies the

identifying information by signing the ledger and initialing the

specimen bottle label. If the servicemember refuses to sign, the

verification may be accomplished by the observer and witnessed by

the UPC.

e. The UPC shall ensure that the member presents picture

proof of identity and shall verify the service member’s social

security number on the bottle against the proof of identity. The

preferred form of identification is the member’s United States

Armed Forces Geneva Conventions Identification Card.

f. The UPC shall receive the specimen bottle from the member

and ensure that it contains a minimum volume of 30 milliliters,
as required by the NAVDRUGLAB, and that it is not reopened. The

urine sample bottle holds a maximum of 100 milliliters.

Submission of less than the minimum quantity to the NAVDRUGLAB

may result in the inability to confirm the preliminary test or
may preclude retesting. The UPC will initial the label in the

member’s presence.

9. The UPC will then transcribe the information to the

Specimen Custody Document (DD 2624) . The dates on the form ~

be in the following format: four-digit year, two-digit month,
and two-digit day. If month or day is single digit, place zero
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in left box of that entry.  DD 2624 and bottle labels may be 
prepared in advance.  In this case, the UPC must verify that the 
information on the label and Specimen Custody Document match.  
The UPC shall sign and date the Specimen Custody Document(s) 
when collection of all samples is completed. 
 
    h.  Tamper-resistant tape is required on all samples 
collected.  UPCs should procure tamper-resistant tape via 
procedures and ordering information outlined in paragraph 2a(6) 
of this enclosure.  Tape of the same width and length as above 
may be substituted.  The UPC or servicemember seals the sample  

R)   bottle by fixing one end of the tape near the label and pulling 
the tape directly across the widest part of the cap and down the 
opposite side of the bottle.  In any event, failure to use 
tamper-resistant tape does not invalidate urinalysis results 
provided proper chain of custody has been maintained throughout 
the process (see reference (l)). 
 
    i.  If a member claims to be unable to submit a complete 
sample, or submits less than the 30 milliliter minimum, it is 
permissible to require the member to remain in a controlled 
area, under observation, and to drink fluids normally consumed 
in the course of daily activity until such time as the member is 
able to provide a complete sample or the balance of the  

R)   incomplete sample.  The UPC either shall maintain custody of the 
incomplete sample or discard the partial sample and require the 
member to submit a full sample when the member is able. 
 
    j.  Should a member be unable to provide a sample during the 
command's prescribed collection period, the member shall be 
examined by a military medical authority to investigate the 
possibility of physiological or psychological problems.  The 
examination should be completed the same day of the collection 
and documented in the member's medical record.  If failure to 
provide a sample is a chronic problem, the member shall be 
referred to the MTF for appropriate action. 
 
2.  Preparation for Shipment.  The UPC shall prepare samples for 
shipment as follows: 
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a. Ship urine specimens in the (12 bottle) shipping

container. The UPC shall pack specimens for shipment as follows:

(1) Use two types of waterproof containers. The first
waterproof container can be one of two types available for the

interior, i.e., a single specimen bag (plastic) or the larger 12-

specimen bag (plastic) . The second waterproof container is the

waterproof mailing pouch for the exterior.

(2) Ensure each bag or pouch contains sufficient
absorbent material. Two types of material are available: a

small 1 to 2 square inch absorbent pad for use with single

specimen bags; and a 5“ x 5“ absorbent pad for the 12-specimen

bag container. The 5“ x 5“ absorbent pad can only absorb the

fluid in six bottles; therefore, a box of 12 bottles inside a 12-

specimen bag will require two such absorbent pads.

(3) Use of the single specimen bag:

(a) The UPC shall check the bottle cap for tightness.
If tightening breaks the tamper-proof seal, replace the tamper-
proof seal and make appropriate documentation on chain of custody

form. Place the bottle in the single specimen bag.

(b) After the absorbent material is placed within the
bag, the adhesive top should be folded carefully to obtain a

leakproof seal. The leakproof seal is necessary to contain any
spilled urine in the event of bottle failure until the absorbent

material can react.

(c) Place the bottle in the shipping box cell
provided with the separator insert and use additional paper to

reduce bottle movement during shipping.

(4) Use of the 12-specimen bag:

(a) The UPC shall check each bottle cap for
tightness. If tightening breaks the tamper proof seal, replace

the seal and make appropriate documentation on the DD 2624.

Remove all bottles and separator insert and place 12-specimen bag

in shipping container. Then replace separator insert. Place two

large absorbent pads inside the waterproof pouch. Bottles should
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be placed into cells provided by the separator insert. If fewer

than 12 bottles are present, empty cells should be filled with

paper to reduce shipment movement.

(5) Packaging the shipping container. Once the interior
waterproof container(s) with absorbent are sealed,

(a) Enclose one copy of the DD 2624 in a waterproof

mailer and insert the mailer into the shipping container box.

(b) Open the mailing pouch and place the cardboard

shipping box inside the mailing pouch ensuring there is one

5“ x 5“ absorbent pad for every six bottles or fraction thereof

in the shipment. Carefully fold the pouch adhesive strip to
attain a leakproof seal. The leakproof seal is necessary to

contain any spilled urine in the event of bottle failure until

the absorbent material can react.

(c) Place the adhesive mailing label and a printed
label stating ,Iclinical Urine specimens” on the outside of the

mail pouch.

(6) The following national stock numbers (NSNS) should be
used to obtain the secondary container and absorbent material via

normal supply channels per NAVSUP P-2002:

(a) Single specimen bags:

Bag, specimen, 6“x5”
Bag, specimen, 6.5’’x4°

6530-01-307-5431
6530-01-307-5430

(b) Multi-specimen bag:

Mailing pouch, 10.5’’x15” 6530-01-304-9762

(c) Absorbent material:

Pouch, liquid absorbent, 1.25’’x1.25° 6530-01-307-7434
Pouch, liquid absorbent, 2.5’’x3° 6530-01-307-7433

Pouch, liquid absorbent, 5“x5” 6530-01-307-9754

Appendix B to
Enclosure (2) B-6



OPNAVINST 5350.4C

29 June 1999

(d) Envelope:

Envelope, packing list

(e) Tamper resistant tape:

Time Medical Labeling System

GSA Contract # GS-02F-48169

8105-00-857-2247

144 Tower Dr

Burr Ridge, IL 60521

Toll Free: 1-800-323-4840

(in CA): 1-800-382-3371

b. Hand delivery of urinalysis samples directly to a

NAVDRUGLAB by the command UPC negates the requirement for a

secondary container in the collection packaging. The primary

container, however, must still be sealed.

3. Transportation

a. The UPC shall indicate on the original DD 2624 one of the

following modes of shipment:

(1) “Released to First Class U.S. Mail.”

(2) “Released to (name, rate/rank) to hand carry to drug

testing laboratory. ” In such case, the person transporting the

specimens would sign the DD 2624 upon receiving the specimens.

(3) “Released to Air Mobility Command, Bill of Lading
Number XXX. “

(4) “Released to (Air carrier) Flight XXX, Bill of Lading

Number XXX.”

(5) “Released to (Foreign air carrier) Flight Xxx, Bill
of Lading Number XXX. “ (NOTE: A foreign flag carrier is used

only when no other shipment means is available. Ensure that the

following statement appears on DD 2624 section 12d and on all

bills of lading - !lShiPment complies with U.S. domestic and IATA

international packaging regulations. “)

(6) When the Bill of Lading Number is not determined

prior to sealing the container, indicate only the mode of
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shipment on the original and copy of DD 2624 and annotate the

command copy with the appropriate registration or bill of lading

number when the container is accepted for shipment.

b. The UPC shall seal all sides, edges and flaps of the box

with adhesive paper tape, then sign and date across the tape on

the top and bottom of each shipping container.

(I) Seal and sign each container whether shipped

separately or collectively, mailed or hand delivered to the
NAVDRUGLAB.

(2) When several shipping containers are consolidated
into a larger box, line the larger box to prevent the contents

from rubbing against the box. Seal all shipping containers

inside a plastic bag. Add sufficient packing material to prevent

shifting of contents. U.S. Postal regulations allow up to four
12-bottle shipping containers to be consolidated into a larger

box .

c. The UPC shall place the original Specimen Custody

Document (DD 2624) in a sealed envelope (retaining one COPY) and

affix the envelope to the sealed shipping container. Report

Control Symbol 5350-4 applies to the data transmittal.

d. The UPC shall wrap the container with brown mailing paper
or place the container(s) in a larger outer container (the

Specimen Custody Document will remain affixed to the specimen box

inside) . An alternate method is to wrap the shipping container

with brown mailing paper and then attach the original specimen

custody document to the outside of the container in a see-thru
mailer envelope. Boxes or mailers shall be shipped to the

NAVDRUGLAB specified by the second echelon commander or to the

appropriate alternate laboratory. If applicable, priority ONE

will be entered on DD 1384 (Transportation Control and Movement
Document), or in the “Description of Contents” block on the U.S.

Government Bill of Lading.

e. When boxes of samples from several commands or UPCS are

collected at a central collection point for shipment or an

intermediate individual will actually enter the samples into the
selected mode of shipment, the actions described above shall be
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performed by the collection point UPC after he or she signs the

Specimen Custody Document and provides a copy to the supplying

UPC .

4. Laboratory Handling

a. The CO of the cognizant NAVDRUGLAS or the director of the

DoD-certified laboratory is responsible for maintaining an

internal identification system to maintain accountability of

specimens and samples within the laboratory.

b. A designated laboratory employee will receive the

shipment of specimens and store them so that the integrity and
physical characteristics are maintained.

c. An individual designated by the CO or laboratory director

shall open the outer wrappings, locate the Specimen Custody
Document (DD 2624), and visually inspect the shipping container

to determine if the seals on sides, edges, and flaps were opened

or tampered with while in transit. The designated individual

shall then describe the condition of the shipping container in
the appropriate block and sign and date the Specimen Custody

Document.

d. The designated individual shall then open the container

and inventory the contents. Accountability shall be maintained

on specimens as portions are transferred to sample test

containers and routed throughout the lab. The original specimen

bottles, with residual urine, shall be held in a secure location

until preliminary and/or confirmation testing of the samples is
complete.

e. Working samples (that portion of the specimen which

actually undergoes testing) shall be discarded. The residual

urine and the original specimen bottle of samples testing

negative shall be discarded. The Specimen Custody Document will

be annotated to indicate positive samples at the end of the
confirmation process. The original specimen bottle, with

residual urine, of samples testing positive will be stored

(frozen at -5 to -20 degrees C) for 1 year following issuance of

the report described below, after which it may be discarded
unless the laboratory is requested to retain the specimen due to
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pending legal or admin.

sample retention shall

administrative proceed:

strative proceedings. Commands requesting

advise the NAVDRUGLAB when legal or

ngs are completed. If legal or

administrative proceedings are not-completed within the reguested
period, the submitting command shall request another extension.

Unless the sample is ordered retained by a court of competent

jurisdiction, in cases tried by a court-martial, samples need not

be retained beyond the date of the final action. In cases

involving non-judicial punishment, samples may be discarded

following action on any appeal or upon expiration of the time

period within which to file such an appeal.

f. A Report of Laboratory Urinalysis shall be forwarded to
the originating command by naval message marked “For Official Use

Only”, using Report Control Symbol 5350-4, with information

copies to the appropriate chain of command as specified on DD
2624. The report will consist of at least the following elements
and be marked ‘tFor Official use only” :

(1) Identification of DD 2624:

(a) Locally assigned batch number

(b) Date received

(2) Identification of positive findings:

(a) Specimen number

(b) Social security number

(c) NAVDRUGLAB findings

(3) A statement that all specimens not specifically
listed are negative (unless all specimens are listed) .

9. The laboratory certifying official shall sign the DD 2624

certifying that the results are accurate and have been correctly
reported to the originating command.

h. The original DD 2624, the original intra-laboratory chain

of custody document (if used) , confirmatory documentation (gas
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chromatography/mass spectrometry tracing(s) ), and a COPY of the

report of results message shall be attached together and retained

by the laboratory for a minimum of 3 years. After three years,

these records shall be disposed of locally without notification

to the originating command.
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